Travel Reimbursement Guidelines

Transportation:

1) Standard Mileage rate is .555 per mile.  Travelers are encouraged to share transportation with other individuals whenever possible.

2) Airfare will be reimbursed for the coach fare only.  Airline tickets should be purchased as early as possible to assure the best rates.  Reimbursements will only be made to the lesser of the standard mileage rate or airfare.

3) Car Rental will be reimbursed with the actual receipts.

Lodging:

Lodging reimbursement will be made for the employee/traveler only.  For all     activities requiring overnight lodging, reimbursement will be made standard room rate only.  Travelers are encouraged to share lodging whenever possible.

Meals:

Reimbursement for meals will be made up to a maximum of $34.00 per day for in-state travel and $42.00 per day for out-of-state travel.  Partial day meal reimbursements will be made on the following basis:




In State


Out of State

Breakfast
$  7.00



     $  8.00


Lunch

$  8.00



     $12.00


Dinner

$19.00



     $24.00

The Building Administrator must approve meal allowances in excess of the maximum amount.

Ground Transportation:

Reimbursement will be made only for travel from and to airports, as well as the site of the meeting if different than the site of lodging.  Reimbursement will be made only after receipt has been turned in.

Parking:

Reimbursement will be made only after receipt has been turned in.

Telephone:

Reimbursement will be made for only telephone calls related to official school district business.

Receipts:

Travel reimbursements will be made only when receipts have been submitted with the request for reimbursement, signed by the building administrator, to the Business Office.

